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INTRODUCTION ? 

A good dictionary can tell you that the word "television" is "a composite 
cf the Greek word 'tele' and the Latin word "video.'' WTien both are combined"^, 
we have "televideo" or "for vision" in its literal translation. 

The term is probably a good one because television not only cir^ates'a 
visual in our mind's eye when we think of it-^..bjjt' it also creates a rreed'to 
aeiermine what, our T)est choice' should o^e ta.'^e way of selecting our informa- 
tion dissemmal ian media. , channel'^select ion ^ial is an felectroi\ic magic 

lantern show Wit^. each registered numeral coming to represent a carefully 

I. 

•-p^foauced program which must play to the idiosyncrasies of eye and ear. 

Since no one in the d i s s^Tuii^witoj ' s ^ audience is a multi-headed , monster 
with >eighteen ^^^^ -tu -vlay,_riine times asNnuch a^ we do with our two, the di§- 
s^tninator ^s always reminded of our mor tal'^Tlmix^tions when we view a program 
from the imag*^ orthicon tube that transmits pictures (witn^a^om^ny ing audio) 
from 13 VHF chani»-is and 80 plus UHF channels — though never at theN^e^timel 

These channels .an feature such programs as documentaries, spurts, -news- 
casts, movies, panel shows, musicals, educational programs, and especiallv, 
public service announcements. 

If the offerings of television^ are many, the expenses are many, too. * 
Each channel represents an ownership that obtains 'ils income by renting time 
and facilities on a local and nation-wide basis. > 

This booklet hopes to demonstrate the ways and means, of using thi "eMec- 
tronic genie" for the dissemination of information about your school, or 



department, or project, or program, without meeting vyith too many detid ends 



and too little air time. 
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YOl'R \lGHT TO ' I'SE ^fl.rEViSiQN 



> ^ 





Vn^en,t.h$ FedfrZl CoTTuinjfUc^"t ions* Conimiss low first ,b^gan^ to'd<?vafop mucji 
discVjssiofx was given to th^ public's rights^ntUiaterests a6*'they-wete' to bfe 
affected by the ne^v '^electronic ii5&<±i^/^ Whsff the Coii'grefg^i^naJ.ry '^ec Jkfed . 
,when they estStrH^ije 



particular; they-wez 
- Because *^ of this^^ 




airHQV<j{^'\1)^longi^i^J*^Q one fn^ 
peopli 

aio^av^s by tiieXaupJLic miliiqns 'b'f-; 
dollars warth air time gij/en by the hroadcjrst inchistry every year for 
public service announc^meatsv--- Irf TnErirt--^^-s]iare W this crowded air, time. f(5r % 
your progfain, -ypur activities must: appe&l^to a wid^preaT^^^di^nce! ' 



Broadcast tipje is- limited by the clock. N«wspapel$ csfi expand "tf^^i^^v 
page oumbera to cors^riQ to j:he neecjs of the day. 5\^t^jadio ^nd televlsioiv " 
f-t^tlQDs are ^limited t6 the. hours they are 'licensed to be. on the .ai^> - -Thui'j' \ 
,compe 

to ^^fc^ 



tition toxL air -t iiBfci" ls^e-y^"n more irit^ens^. than for tiewapapet space. i 
Study the jhr-dgrams vQur." local stations' caifiqy before you ^^'-^-^ .* ^ J ' 



1L ■ 



, ' ^btation cont^cr^v LisC tlioMdeas xcku have for *varlouSc^^hbWs whfth re^ch the . 
_ audience ybu need i:u infiuehce. D^m ' t ^for.ce^ the .^t^ti oi> to match 4t§^ pr^p- / ' *" 

gDdmpii-Dg t^o' your^ desires, ra^ftch y6i^ (lesiVe^fl^^eir ptcg^ratSlingr Neje ar^ ':^'^* ' 
.> fey pcTBsibil Itles offered by the^Sp^rry -and Htrtchlnsorriompany in t%eir ' 
, ■ ' ' ^ booklet 'Publitiily Handbook:^ ' ^ ^* ' ' ^ > \- • n ' 



It - Publitiity Handbool^ ' • ' 

— ^ Live; or arartscrtb'6*d " (recorded) Interflows'. . 
- Music prQgr%5 l-.Kesl ♦'IJiW.Jocal aew^s, ' • 



I'ancl- ,or cr jiip. d i scusslme".. 



V 



. Earjy TRornjlng or late BVenJnu taJt..^ show«/ ' , 
. i^ewg ^tem^Tn ^he fo'nri of cotounity liyjf'fatin boiird, 6V toWn j^rler vT'. / <\ ^ ' 



' format 



• -.s" • ■. ' '.>■ V 7 .. 
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•Radi^ ^a^^^t^^v^i^l-pr^ stations -are ua.ual^y very 4iafxpy to 'help fli^^ 
^^•^cb0ol5 and ledAiCviiti.m^X ptogram^ vtilch lie in tiie^r listening^ area..to 'get^.' 



V 



* . ^ their atory acrobS ^to the. prubllc. It is up 'to you_ to use' your *"ingenu±"ty 
J— ' r^^.^'and gdjd judgement in dealing with tlie st:ation's opera.Uions 'staff; 



' ' ' ' ' ■? 



.4 



it 



\ 



.V 

• X' 



ERIC 




APPROACHll'G THE -STATION -MANAQER 



-^wery radio br v^lovision statl^on has someorte wtr'o^'^is responsible for 
,^tli^^ of 'the station.., These people wbrlc under 

va4*j^ous .titled biit^ ^r^'^''g^neijBiyiy^li&^^ as:» ' ^ ' 

' ^G^n^r^v Manager ' ^ ^ \ ' ^, - 

• ' ^ : ' 'Tlanager- , ' * . 



, ^ Operations Director* . ' • 
Progjam Director * . ' > , 

/ ; "^'StatioTi Manage^ . \ v 

• ' / Traffic ^il-ector 
In the larger* stations positioas may even exist which deaj/ with the 
educat^ional news arear Somet imes , these people are identified In the 6ta- 
,tUon b'u-reaucracy as^ ^ v 

^' ' News Direcloc * 
- , Public SG?rvlca Directo'r < " 

; , Educat ion 'Writer ' * , ' - 

"Before ydu approach' the radio tedevisl'on -st^&tion , you should know 
pr^ety well who 'you ^re jjoing to b^ talking to- An easy 'way to find out . 
iRt-name of the General Manager ^orTiNew^ Ditectof of *>^our ■ ic'cal station 



Is '.to.^reque.'st from Souti^Central Beill Telephohe Company a copy of t:he.ir 
publfcation Kentucky News Jledia Dli^^ctory ^ The vi>irect6ry can be obtaine<J\ 
frpe of cFiar^t' from your J'pcal 'Bell t^lept|one office; or, if you are not 
in. the""^!? ,systenv,'.JJy. writing- Sbutih Centralr Bell , y^tate-Public Relations 
Office; P.. 0. B^ox 518, loui<;v.ille , ^Kentucky. 4^201 . The Directory can^ also 
be- obtained by railing. ' • ^* ^ . , ' "-^v ' 



'mm m^ i r* ■ ii * ' * . ' " * I j " I * ^ ^ — = 



'The Media ITirec t orjr^. Is an invaluable "guide for those wanting to une 
the Media and gives name and phone number 'of every General Manager and/or 
News Director for evi^ry radio ^and television station in Kentucky. AIL , of 
the stations are liste^l in alphabetical order according to the name of the 
city they broadcast ^from, so it should be rather easy to track down the 
stations in your geographical area. 

Once you know which stations you want to contact, make a call and set 
up an appointment ^to -see the station manager. If possible, follow fhis 
phone'call up with a letter. 

Know what you want from the station before you go there. The station 
gets paid to ^ork up prograrnming, so don*t tell them you want to get some 
coverage on your programs and leave it up to them to work out. If you 
know that the television station has a noon talk show, ask if it would be 
possible to get on as a guest. If you would like more general news caver- 
age of }^pur school and its programs, ask him" if you can keep him informed 
by keeping in touch with the news director. 

KNOW WllAI YOU NEED ^ ' ' ^ * 

' \ ^' - • " ' ' . ' ' 

KNOW WHAT YOU W^VNT ^ 4 ' 

KNOW WHrTIlER HIS PROGRAM FORMAT WILL ALLOW HIM TO HFLP YOl 

,^ A^LK HliM WHETHER OR NOT HE IS WILLING TO BE OF ASSISXANCP. 

ALWAYS. raiNl OUT TflA^* YGU WANT'TO BE OF ^ASSISTANCE TO HIM 

AiNIi 4{IS NEWS EFFORT 

• The prograni directoi? will make all of the final decisions as to-what 

^goes on ^he ^ir, but he. will more than welcome your ideas and suggeatlons. 

, . Never 5'*5^tation to pubiici>zG bingo or a Ipttery in any form. It 

ib against ^h'e law. - ^ ^ # ^ ^- , ' 

■ ■ ■ ■ 10 . ^ . . 



Be" as friendly as possible when you vis'ilr-tj;^ "fetation, kak for the! 
cooperation In giving your newsworthy items air time. T^D'-they have, inter 
view shows, pre-recorded feature shows? Ask 'them if you fit irtro these 
formats. How do they like news releases prepare^d? Hake careful notes of 
all of these answers ^ ^ ^ 

Before you start to work on a program^ be sCire to visit your local 
station during rehearsal and trxo^dcasting to observe the activity. This 
observation should give you. some idea of» what is expected of you'before 
you get. behind the microphone or go on camera. 

The station' may Se reluctant; to give you time at first because they 

fear "educational" programs may be dull. When you talk to the -station 

* ** 
personnel, d9n't become so eng|rossed in getting your message ^across that. 

yuu fail to attack , the basic prroblem of gaining an4 hoi^irig^the , audiej^jce ' 

attention. You must convince the, program director ' that your/program will 

be entertaining as well as informative in order C'o hold ^hey'lTSlitoer ' s * 

att;ention. 



If the pr;ogram director Is in agreement with you abobt thi^ need for 



the pru^;ram, d6n't oomVlaln about , the ' time of day offered for youi^ school 

broadcast. It probably, won ' t be the hour with the top audience rating: 

n<iturally tlie b^st t lm(^ goevS to those who pay for -it i If your program is 

good enough, you can attract an audience. You may even be ai)le to boost 

♦ 

the audience rating for the time yoa are alLotted and this will increase 
your popular^ity with the' station management. 

Sometimes the local station will assign its staff of technicians and 
sp(*( ialists L() assist you Jn preparing your pr()gr<im, providing you [invr 
something worth broadcasting," Many times the station staff will help ycu 



to pcoduce programs if you can conviijfce theK^at your program meets a 
specific need of the audience ^nd U newsworthy >^Fo;r example, 'a program 
on vocatiotial programs arid opportunities for the*-uiiemployed might appeal 
very much^'to a station broadcasting in an area of hl^hNunM^gloyment . . 
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WORKING* ;^TH THE TALK SHOW 



The le levlsion t<ilk siiow Is probably on^ of the best known broad-, 
cast formats. ' 

iL is usually presented as group of from two to five people, 
arranged in a setting which will, allow them to talk freely and engage ' 
in rather unlimited convKersatioti. Most talk shows, particularly on the 
local level, have a host who is also thatooderator ; but sor^e talk shows 



V 

(such as Meet the P ress) may have more than one moderator, or a number 

of questioners. ' ■ 

The talk show is a very fine platform for your school-'!;^ communica- 

♦ * * 

tion effort . • ' ^ ■ ' 

\ 

If the stati6a manager is able to get you into the talk 'show "line^ 
up," follow station suggestions for selecting people to represent your 
school &n the air. For most shows they are likely to suggest ■ a person 
with a pleasant ^p~ealcihg voi^ce who is not given to nervousness. 

Be sure the person is well intormed on the subject to be discusse^d. 
A series of small index cards with pert^^qent d^a offer a form'of mentil 
inBurancti against momentary lapses of nfem<)ry. . 

Be sure jihat the person berag Interv^fewecl also understands the need ' 
-ta follow exactly the directions ^iVen.'to- hijn- by the program director nad 



^ir y 



n 



the floor director. He will telr your 'talertt' how and where to sit, 
where the cameras will be placed, Vhow to use the microphone and how tu 
avoid unnecessary noise while on' the 'air. 

r 

TQlevf^ion re<iuire8 that»your talent remember a few basic rules of 
*dre8p. Suits or tiress^s of soft, medium colors or pasfels are best. 



^Sharply contrasting patterns and^ colors, noisy bracelets, sparkling or 
highly polished jewelry are also bad. 

In the old days of television make-up was important. Today, with 

✓ 

modern color cameras,- make-up is not ^mportant. ' If you desire make-up 
— go light. Don*t worry about glasses or a bald head! The crew can 
arrange lighting accordingly. 

Tell the talent not to worry and to react normally. The audience 
is .expecting to see a human, not *an actor. 



r 
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' • . WORKING WITH ,A REPORtJER 

Many times the television- station will be more than willing to work 
with you but will be unable to' fit you into their regular programs. They' 
may not, even produce a program" which has a talk show/interview fonnat. 

In this case, they may be willing to make you' a part of .theii: regylar 
news coverage* If so, they wily! probably send a reporter and cameraman to 
yoiir school to get the storyv ' . ' 

When working with a reporter, al.w^ys try to be available' when 'he 
comes to ypur school. If possible, work oyt -a mutually satisfacfiory time 
schedule for regular visits. Even if you hav^ a re:gula'i^isit schedule, 
give the reporter advance notice whenever you can of a schbol^event or 
project. Help him get background information on school stories by dig-- 
ging up the facts for him. Lose no opportunity to be of service. ^ ' 

Don't demand promises that the story will ^et on the air that day7 ^ 
that it will ever go out. The decision is not his, and he is ^s anxiqus 
as you that it will be televised quickly. 

If you are working with reporters from jnore than -one station, don't * 
give out exclusives and don*t alternate stories, Give^ all'the station 
reporters an equal chance at the news. ^However, if^ a^ reporter comes to 
you for informat ion •'about a story he thought up, don't- tell it to th^ 
other stations. ; t 

Never evade or side-step a reporter 's , quest ions . He may 'think that 
you have something to hide. You may refer him to an administrator c^r "^ome-* 
one on a policy-making lev^-l if he asks about a question which affects 
important poluy. If you don't know the answer to a question, 'say «o , , the^V 

15 • 



try to "help him find the Informatiefi &rom someone ^Ise who would know. If 
it involves data not yet available be sure" t?o» send him the information 

' f -■ ' . 

when it is ready. ^ ^ v . - 

You can help the cameraman by preparing the st\jdents, >committee mem- 
' ber^, or whoever he is going to film, prior to his arrival. Stand by 
• prepared to write down the .names of people he is filming* in the order in 
which^hey are being fjilmed; 

Let the cam^taman select ^he student^ who will, in his opinion, best- 



" get acrs'ss the point. Let him^plan the shpoting^ but make sure' that the 

' filming is not over ly tposed .^ncf that there are ho objectionable scenes 

(one <^rtainly wouldr/ t want" to have a demonstration film made which shows 

students involved in activities which OSHA wouldn't approve of). 
# t • 

In the event of 'a 'ceremony involving a rehearsal, invite thfe film 

i' ^ i , ^ 

crew to the rehearsal vhere* they/'tan fi^jB the proceedings in advanca,..^ 
\ \^ * " ■ 

\the event in comparative leisure and calm. ^ , ✓ , 
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I^EPAKI^b^SHOW CARDS 
r . AND, VI^AtS*' ^ 




' • Haii^' times the stc^: ion/w^^ bei wlliing. to,, use-^a s]lde or viscy^ which . 
you hc4ve prepared as part of their station"^ anno'iincement . Th'ts^JLa usu^^^y ao, ' 



^ % more than a 35nim slide which. shows a scene j(such as a phdto_ of ^bur'^a-hoq^') . 

with a Togo or' phrase superimposed upon iC. ''^ . ' * t ^ . .\ * * ^ < , i 

The television show ca^d is ^relatively easy toTiake and can Ba made ihti© ' ' / ' . 
a 35m slide a^ your schocjl', or by the station.^ ' *' ' ''^ ' -X" 



Show cards are car^da v?^ich present whitr^ letters on a bl^ck barckgrpund / ^ .* 

(a "super-card") or ajcard wjiich gives wording pliiB a visualj',(a ^'title , ^ .f^ 



- ' Super CartJs - , . . ^ . ^ 

for the super csgrd the catd or' paper ased* for the background shbuld^be • 
/ 

very b 1 a'ck (don^t'use d^trk ^teys) "^*od have'a dull finlsb^I Cards.;with a'-glosa' 
^ w J 1 1 reflect light, daubing* the reflected ar-eA^s to -show ,up .as white on .^aiR- * 



er<i. Some^types of paper-which can , be • used- fair super edr4s 'are: , , 

' J. > f ' ' ^ 

• — black cre^scent bbard . . . - - ^ ^ 

* . / ^ 1. - ^ , , 

— rol] black paper _ " v ^ , 

--QoastrucCioH paper - ; * 



' ^ — wlritc cMd sjtQck s^tay^d '^th.;f'lf t b lack.^p^ntv . . . /' ' ,V *, 
Lettering on the^^buper ija^ci 'should '^i)e 'Very large. Normal* sl^^ is obopt^' ' 
Rt and up. Stey away ^fVom lettering that is too thin^ if> body^ GO'tii^c f,^' * , 



and Sojld'type fares seem to work the best with-, lines or oth^r designee f'ol^ ' ' . 
lowing the same rules. 'VAny lipe which ie smallei; , thatri' ?/16 incli ehohX^^e^ • *' ^'^ 

jvoided. ♦ - ' * '\ \ . 



ERIC 



•^The^^rifejcri t.y o^ this sect iorl was- taken 'from ^ ^in-e pape^/dev^oped. by ^ i ' ^"^^ 
Mr.' Clitack Crume of the D"ivd^i®p df "^V-T, Western ICentudky' Unive^^l'try ' v ' 




7 . 



: ■'.'.BeWjLire th^v W.h 'iovers -tlje bla.ck Challcs-, oil sticks 

^' A and wac^r cq1o«" vhite>s v/III.tiql: do tlie^JoV. Th^ following materlaJs give 

» .... * ' • ' » • * • 

\4 •• 



6? , 



the^be'St result^': ^ 



--Fk^t-^rel^ letters 



— In!?:, Press ieuters i ^ 
— Press-'on^l&t,t;ers $uch a§ DecA-dxJ^ Letrase^ and lac type 
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— Chart-pac tape fof lin^ work 
— Smooth' white p4pef- ^ 
--Contact paper- xqr Ciit -out art 



' * ' r-LiquC>x vhite*'4C^yiic pralnt. 

^ r . : \ :\> ^ 

• '^^ - " if^ yoy are using a -t? iclc whit| stock^"Sia cut-out, paste on a black 

/ ' ^ ^^'^ " ^ ^ ' ^ ' ' 1^ 

b'ackg>t;oun:d and.be s^ik ^?b->ij)^'!C thV e^es- of the letters with a black felt- 

' , ' tip''pen*'o'^^dry-m^^U . ' ' ' 

' Take ■ ca^re^^o ke^'the ^aper cara'clean aiod free of fingerprints or 

• any duet 'or lihtr*. Al^o' av^ld the use of other black media on the card, • \ 

, • -. ' ''^ 

^- 1 In«.a dak, -far^ example- will drv*to a shine and should not be used to cor- 
1^ ^« ' . " . 

,,r£ct .a llg^t: trouble ^Tea. ^If spot -cp'orrections are necessary , ^U5e lamp 



/' >. Ul^ctc, wat^r col^or" tDr.Mars Black ^cryUci l^mp black beiitg the first choice, 

:* . * t ^he Ije^'Co'.^ good sup^ card'' is good contrast. ^ fj^.. 

V ' f ' '^^^ V* af'the 9uperVard. is tp .-b^'^ch^ngd^ ' into a slide, ir may be ^hot with 
^ ' ' ^ " - . ^ " * ^\ " . \ . \ . ' ^ 

^ ; ' '^^ a '35inm ci^j^^rr:"^ vitlvculor fUtir i to'2 f-5tops under exposed. >^ 

* ' lal;e c^rre Lo^idne ,uh^ card square in the camera viewfinder as crooked 

_ 1.. J- ^ijj- form. 



\^ ' ^..-^ itnpoQsi.bfe^lT) correct after It fias been, mounted in slide 
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Title 'Cards 



TiiePQ Are a nurabl'i" ,pf 'ways to produce good, and yet inexpensive, title 
cArds. .E;or someone^ with A^ttle or.no ^rV. background , photographs or magazine 
cilt-oirts'' are ,^he bt^lt source of Illustrations* Care should be taken in using 



/ 



copyrighted materials. Such material used as part of a commercial presenta- 
tion could resul: in a lav suite. 

The best title card lb one which has the elements of creative thought. 
The visual natter of cr.e cara ir.ust stimulate the viewer, but the written 
title is the rnost important element and should not be over-shadowed by the 
visual elements. 

There is no limit, or substitute, for creativity m the rendering of 
title cards. Itleas, enough, may be hard to cone by for the beginner. Maga- 
zine illustrations, posters, and television graphics, usually reflect modern 
trends of visualization and may be sources for your ovn ideas. You probably 
won't want to cop> tnese exactly but by changing the subject and xetaining^- 
the Daslc layout you will be working with the ideas of some of the world's 
most creative designers. 

When you produce cards in color, always remember that they will also be 
seen in black-and-whitel Be sure that the colors used have enough contrast^ 
to come off v.'ell on monochrome. % 

If the title card is to be made into a slide, it should be shot in the 
same way as the super card but at the correct exposure . 
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GETTING YOUR OWN PROGRAM 

\ * * 

The groundrules for getting a program devoted to your school JoT 
regional vocational education program on the air is much the'sanle as 
getting on the air "^to begin with. You should be aW^ to demonstrate 
tcr the station manager that a public service will be done 6y starting 
this program and that it will be able to get, hoM, and keep an audi- 
ence over a period of time. 

Give him a complete run-down of what the program will be like and, 
if possible, give h iir. some idea of what the proposed programs over the 
year will deal with, tf you don't have some ideas about who will be on 
your program and what they will be talking about, the station manager 
will be very hesitant to give you time. 

Television programs, even simple ones, are expensive to produce 
and air. Remember that the station makes all of its money from adver- 
tising. Check with business and industry in your area before you go 
to the station and find out if they would be willing to advertise on 
your program. You should give them as complete a run-down on the pro- 
posed program as you would give the station manager and you should be 
prepared to answer some hard questions. Remember: it's their' money 
you are spending. 

Getting time for your own show is not as hard ^s it sounds, but 
it does require work and It does require that you give the station 
manager an interesting, well-thoughtout package. 
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If' You W^int A ii^;^rjm'e/ a<va^iafe;e fJom the Public 'PTelat^^phs ^^Mice , 




• - V : Relat4:tos.uklsion, 3P0*> feast K^mp?^^ ^'bSd , -einciijfr^^l/" ' >^ ^ : * ^ ^ 



Keep-in^. ^ he,,PabUc inix> ^m^*i Coop^^rativ^e AcCounta"^r4^2i\Brcj^<?^^ ' 
r ' . Deliver, CDl6ra*dp :-80203^ - ' \ ' \ v * I'V"^- *' ^ * ' 

Te I ev is ion . Gra^h s , fef I V lis £<^nt _6^'^ Raxf ip^ ^T^Jt^'^l ^n' Film; )^^t-*- ^ / 



ern Kentucky ^Jn Lvers Jky /'BWlirtg .Gi?^^n>v ^^ntv^^^^ A2l!oi. * v' / 



Kei)t'uc1cy. Nevs Media D^j^rec^^'tpry'^^- getStK^ G^httaij Bell /-Sta^Dei;*!*!'^ 
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